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Disclaimer

This presentation was produced under
U.S. Department of Education 

contract No. ED-ESE-14-D-0008
with Synergy Enterprises, Inc.

The views expressed herein do not necessarily
represent the positions or policies of

the U.S. Department of Education.

No official endorsement by the U.S. Department of Education of
any product, commodity, service, methodology, technique or 
enterprise mentioned here is intended or should be inferred.
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Using Zoom



Certificates

Will be provided for each 
day of the series and 
emailed to you within one 
week.



Identifying Talent: Monday, June 15

Recruiting and Hiring: Tuesday, June 16

Training and Developing Your Team: Wednesday, June 17

Retaining Staff: Thursday, June 18

1 p.m. ET

The Series



Today’s Documents



•Train and manage staff to enhance 
performance and achieve program success.

•Utilize Y4Y resources to develop an 
onboarding process and build a staff 
training calendar.

Objectives



New Hire Paperwork 

W-4 Form

Form I-9 
(Employee 
Eligibility 

Verification)

Emergency 
Contact 

Information 
Form

Copies of 
Qualifications 

(Degrees/ 
Transcripts 

and/or 
Certifications)



Onboarding and Training

New Hire Onboarding

Plan Training



Post New Hire

New staff 
member 

orientation

Training in 
specific 

program or 
administrative



Onboarding Topics and Skills

• Introduction to 21st CCLC program

• Program vision and mission

• Organizational chart 

• Program goals

• Employee policies and procedures



Staff Handbook

Does your program have a 
dedicated staff handbook?

YES NO



Staff Handbook

•Program calendar

•Payroll

•Leave time and call in procedures

•Materials request procedures



Staff Handbook

Do you include FERPA and 
Mandated Reporting 

requirements?

YES NO



Staff Handbook

Do you include Safety and 
Emergency Procedures?

YES NO



Staff Handbook



Role-Specific Training

Intentional Activity Design

Project Management

De-escalation Techniques

Instructional Strategies

Budgeting

Emergency Responses



Staff Professional Learning Plan

Basic Concepts
• Program Policies
• How to Complete Timesheets

Ensure Safety
• Staff
• Students

Develop Skills
• Project-Based Learning
• Social and Emotional Learning



Onboarding and Training

New Hire Onboarding

Plan Training



Four Steps for Training Success

Plan

Design

Deliver

Assess 



Process for Conducting Effective Staff Training

Identify Training Topics

Assess Training Needs

Identify Training 
Resources 

Plan



Resources for Planning

https://www.niost.org/pdf/Core_Competencies_Review_October_2009.pdf


Resources for Planning



Resources for Planning



•New staff member 
orientation

•Training in specific program 
or administrative role areas

Plan and Conduct Effective Training

DEVELOP



Four Steps for Training Success

Plan

Design

Deliver

Assess 



Design

Training 
Delivery 
Modes

Designing the 
Training



Training Mode

In Person

Self-Paced 
E-Learning

Job Aids

Webinars



Training Level

Basic

Advanced

Leadership



Training Design

Delivery Method

Design the 
Training

Dosage

SourceLevel of Detail



Logistics

Budget

Space

Technology

Materials

Refreshments



Training Scenario

•A mix of new school-day teachers and graduate 
students join your team.

•The site implements Project-Based Learning as 
its main instructional methodology.

•No new staff have previous experience with PBL.



Training Scenario

• Mid-year data indicates staff lack knowledge 
around social-emotional learning.

• Need staff to develop an understanding and 
apply to program routines and activities.



Four Steps for Training Success

Plan

Design

Deliver

Assess 



Team-Building 



Virtual Team-Building

•Hidden Meaning Background

•Deserted Island

•Building a Storyline

• Simulated problems



How has learning virtually over the 
past few months better prepared you 

to train your staff?

Reflect



Special Guest

Jan Goldstein



Four Steps for Training Success

Plan

Design

Deliver

Assess



Assessing Training Events

PARTICIPANT 
FEEDBACK SURVEY

OBSERVATION 
CHECKLISTS 



Leveraging Partners

• Agree on activity design, content 
and expectations with program 
partners

• Outline expectations in a 
Memorandum of Understanding 
(MOU)



Special Guest

Kate DeValerio

Director of Human Resources



Tools & Resources 



https://y4y.ed.gov/



Questions



The Series

Identifying Talent: Monday, June 15

Recruiting and Hiring: Tuesday, June 16

Training and Developing Your Team: Wednesday, June 17

Retaining Staff: Thursday, June 18

1 p.m. ET



Contact

Visit y4y.ed.gov

y4ywebinars@seiservices.com


